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ADMINISTRATIVE COURSE

1. Designed to train clerical personnel, staff
officers, and administrative personnel in administrative
policies and procedures in headquarters and overseas,

2. The course covers headquarters administrative
procedures, including personnel; supply; overseas
administrative procedures and preparation, Security is
emphasized throughout the course.

3, Candidates should te personnel who may handle
administrative matters in headquarters or overseas, in
either clerical or supervisory capacities,

L. The duration of the course is two weeks and the
OPC quota is from 12 to 13 students per course.
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ADIINISTRATINN COUPSE 416

Yonday, 6 November 1950

8:30 - 9:20
9139 - 10:00
10:00 - 10:10
10:15 - 11:30

Registration and Introduction

Student -~ Instructor Conference

“'elcome by Chief, TRN

rackground of Ameriean Clandestine Intellicence

rission and Orzanization of CIA

Film - "Communism"

Personal Security - Headquarters and Field -

Preparation of fecruitment Pequest and Reproauction
Request Forms

1950

Study of Preparation of 'orm 1130 ~ Time and Attendance

Feport
Eliciting of Information
raintenance of Time and attendance Decords
Cable frocerures
Study of Al 30-F
Time and Leave T'ejulations

November 1950

Study of AI 20 . Personnel Procedurcs

Elements of Clandestine Cperations

Organization and Functions of Overseas 'stablishments
Cover

T'omestic Travel

Personnel Procedures

" November 1950

Study of Item " - Tiscussion of Contracts
Legal Problems in the :ield

Tilm -~ "Yext of Kin" and Discussion

Civil Cervice Fegulations

Practical “ork on Travel Forms
Surveillance

teview for llead-uarters Problem

9:07 Study for Headquarters Problem

Headquarters Acdninistration Problem
Transportation of Personnel % Personal I'ffects
OPC Aroup - Physical fecurity

0SO Group ~ Nispatch and Fouch Procecures

12:30 - 2:00
2:10 -~ 2:45
2:50 -« L4:10
1320 = 5300
75 T lovenber
3:30 - 9:00
2:00 ~ 10:00

10:15 - 12:15
1:15 - 2:45
3:00 - 3:30
3:30 -~ 5:00

Cednonday, O
3230 - 9:00

_9:00 -~ 9:50
i9:00 -~ 11:00
1:¢15 - 12:15
1:15 -~ 2:50
3:00 - 5:00
2y, ¢
8:30 - 9:00
3:00 - 10:00
0:10 = 12:90
1:00 ~ 2:1D
2:20 -~ 3:00
2:10 -~ L:00
L:10 - 5:00
5 10 ‘“ovember 1950
£:30 -

9:00 - 11:1%
2ihs - 13EC
2:00 -- hiCO
11:10 - 5:00
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“onday, 13

8230
9:00
9:30
11:10
11:40
1:20

3:10

Yovember 1950

= 9:00 Peading issignment -« Torralities of Official Life ibro.d"
=~ 9:30 Use of OFC and 0S0 l'amual
- 11:00 Tunctions % Organization of OPC

11:40 Film =-"Operation of & Nission"
- 12:30 Personnel in a State Installation

3332 350 Group ~ Physical Cecurity

0PC Group -~ Tispatch and Pouch Frocedures

- 5:00 “asic Plan and Projcst Outline

Tuesday, 1li November 1950

8:30
9:00
10:00
11:10
12:30
1:40
L:10

Yednesday,
8:30

2:00
3:45

= 9:00 Ctudy of FAIF8 - rrocurement and Supply
- 9:50 Subversion and Cor reion
11:00 lYunctions of an irea Desk
11:30 %lossary of Terms
1:30 Principles in Field Supply
-~ L:00 Practicul Problem in Field Supply
5:00 Study of GAI #11 - Confidertial Tunds

i

8

15 Novemiuor 1956

1:00 Confidential *unds
= 33115 Critique of Peadquarters Problem
5:7 Clamdestine Communications

~—

Thursday, 15 Hoverber 1950

8:30
9:00
10:15
12:15
3:00

Friday, 17

8:30
91140
11:10

1:00
1:30
3:h0

= 93130 DStudents "ritten Critioue of Headquarters Problem

«~ 10:00 Agent Tecords

-~ 11:45 First iid 4

=~ 2:15 Discussion of an Uperation

~ 53:00 Personnel Procedures and Pegulations in Overseas
I'stablishments

Hovenber 19850

- 9:30 Teview and Tiscussion for “eneral “xamination
~ 11:20 “eneral =xamination
= 12:15 050 7roup; Tour of IID
OPC Group: Tour of OPC Tepistry
~ 1:30 Students Written Critique of Course
~ 3:39 Film - "'eeting or the TIlhe"
5:00 Critique of General . xam

i
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